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LETTINGS POLICY

Lettings will be subject to current protective measures in place to minimise the risk of COVID-19.

.1 General

The Governing Body recognises the position of the school in the local community and that
encouragement should be given to the use of the school Premises by outside organisations.

The Governing Body wishes to take every care to ensure that all children / young people and others
using the school General Purposes out of school hours are safe from abuse and that they are treated
with dignity and respect.

The letting of the school is the responsibility of the Governors and the administration of the letting is the
responsibility of the School Office.

.2 Application Form

All hirers will complete the appropriate lettings application form (see Appendix 1). Long term hirers
must complete a letting application form at least annually. Day to day approval of requests for hire will
be the responsibility of the Headteacher or Office Administrator who will sign the letting application form
in the designated space, after -

i) Agreeing the scales of charges to be applied. Abatement of charges can only be made, subject to
Finance & General Purposes Committee approval.

ii) Checking to ensure the application form has been properly signed by the hirer.
iii) Confirming if the hirer is affiliated to any national association that has its own child protection

policy.
iv) Checking that the hirer has a child protection policy if not affiliated to a national association,
v) Checking that a copy of the school’s own child protection policy and guidelines has been passed to

the hirer and that the hirer has signed to confirm receipt and acceptance.
vi) Deciding if it is necessary to seek references for the hirer.



.3 Bookings

All requests for hire will be logged in the lettings or office diary by the Office Administrator or Office
Administrator. Payment will be required in advance for all one-off lettings or if the hirer is not known to
the school. In other instances it may be appropriate to require a deposit. All deposits will be banked
immediately and should a refund of the deposit be subsequently required, then a cheque will be issued.

.4 Payments

Where payment is not made in advance the Office Administrator is responsible for raising and issuing
invoices on two-part sequentially numbered stationery.

Appendix 1
APPENDIX 1

APPLICATION TO HIRE SCHOOL GENERAL PURPOSES

Please return the completed form to the Office
Administrator.

WOODHAM WALTER
This form must be completed by the person responsible
for the function and the payment of all charges in respect
of the hiring (see Conditions 1 to 3).

APPLICANT

Full name (block letters please)

Society or organisation

PURPOSE OF HIRING (see Appendix 2)

REQUIREMENTS

Day Date Time
From To ACCOMMODATION

Sports Hall



CLASSROOMS

KITCHEN (see Conditions 16 & 19)

TIME From To

PURPOSE Hot water/light
refreshments only

Use of ovens etc (see
Note 2)

FACILITIES Please tick

School Piano
PLAYING FIELD (describe requirements)

Heating (see Note 1)

Stage Lighting/Spotlights OTHER ACCOMMODATION

Chairs
(insert no. required)

Name of competent person (see Condition 1)

Note 1 The heating period is 1 October – 30 April. Hirers are asked to state whether or not they wish heat to be provided at their
function.

Note 2 Where approval is given to the use of school kitchens, other than for the provision of hot water and the service of light
refreshments, hiring charges shall be increased accordingly.

Details of Function
Nature Will there be:
Is the function to be tick An Admission charge

*Public?
Singing/Music?

*Private?
Dancing (by performers or public)?

*legal advice should be sought where doubt exists (see
also Condition No 27 to 32 of Appendix H on Conditions of
Hire)

A Cinematograph exhibition?

Wrestling or Boxing?

A Theatrical Performance?

Sale and/or consumption of alcohol

Give details of any proposed action or performance involving scenery, decorations, real-flame, smoke or smoking, pyrotechnics or
fireworks, pulsing light (stroboscopes), lasers, firearms or any potentially hazardous action on apparatus, animals, vehicles or aircraft.

If hiring will involve sporting or gymnastic activities, please give the name and qualifications of the person in charge.

PROCEEDS

State purpose to which proceeds will be applied

Will a personal profit be made?

YOUTH ORGANISATIONS

In the case of Scouts, Girl Guides and approved voluntary youth organisations, please state:

Total number on roll No under 16 years



DECLARATION
I, on behalf of …………………………………………………………………………………………………….. hereby apply for the use of the
accommodation and facilities stated, and, if my application is approved, I will ensure payment in advance of the charges due and comply
with the conditions which I have read. I confirm that I have been given a copy of the school’s own Child Protection Policies and Guidelines
and will make myself and all other users within my jurisdiction aware of the procedures to be followed in the event of a fire or other
emergency evacuation.

I have attained the age of 18 years.

Signature of applicant

Address

Telephone Day Evening

Date

NB Attention is drawn to Conditions 9 to 12. If the application is granted INSURANCE AGAINST RESPONSIBILITIES IS
OBLIGATORY. In addition Conditions 27 to 30 requires the hirer to ensure compliance with the ‘Conditions of Licence’ relating to
the use of the General Purposes for any function requiring a licence under one or more of the statutes mentioned.

Authorised by Headteacher …........................................................................................ Dated ………………

Appendix 2

STATUTORY REQUIREMENTS

5. The Premises hired shall not be used for any “licensable activity” under the Licensing Act 2003 unless
the Hirer has obtained any necessary licence from the relevant licensing authority for such use. (See
Paragraph D in  “Notes” below).

“Licensable activity” includes:-

a. the sale by retail of alcohol,

b. the supply of alcohol by or on behalf of a club to, or to the order of a member of the club,

c. the provision of regulated entertainment i.e.

i. the performance of a play,
ii. the exhibition of a film,
iii. an indoor sporting event,
iv. a boxing or wrestling entertainment,
v. a performance of live music,
vi. any playing of recorded music,
vii. a performance of dance ,
viii. anything of a similar description to vi, vii, or viii above

where that entertainment takes place in front of an audience with the purpose or including the purpose of
entertaining that audience.

d. the provision of entertainment facilities i.e.

i. making music,
ii. dancing,



iii. entertainment of a similar kind to i or ii above.

28. The Hirer shall not use the Premises or permit them to be used for gaming or wagering other than lawful
gaming carried on in accordance with the provisions of the Gaming Act 1968, or any subsequent Act
which in whole or in part replaces it.

(See Paragraph B in  “Notes” below).

29. If a Door Supervisor or Door Supervisors are used by the Hirer on the premises then the Hirer must
ensure that any necessary licence or licenses have been obtained and are in force during the term of the
licence. (See  paragraph C in Notes below).

30. The Hirer is required, where appropriate to his/her hiring, and where the Premises hired are licensed as
described above, to acquaint him/herself with the conditions and regulations subject to which the
Premises hired are so licensed.

If the Hirer commits a breach during the hiring of any of the conditions attaching to any such licence, or of
any, including these, regulations, then, without prejudice to the right of the County Council, acting by itself
or through any other appropriate body on its behalf, to enforce any liabilities already incurred by the Hirer
under these conditions, the Governors reserve the rights themselves or acting as aforesaid to determine
the hiring, if still continuing, forthwith, to forfeit all sums paid by the Hirer and to refuse to grant any
further application from him/her for the hire of school Premises.

31. No person shall give any exhibition, demonstration or performance of hypnotism on any living person at
or in connection with an entertainment to which the public are admitted, whether on payment or
otherwise, in the said Premises

32. The Hirer is required to comply with the terms of s.12 Children and Young Persons Act 1933 (as
amended) and in particular

(a) where there is provided in any building an entertainment for children, or an entertainment at which the
majority of the persons attending are children, then, if the number of children attending the entertainment
exceeds one hundred, it shall be the duty of the hirer to station and keep stationed, wherever necessary,
a sufficient number of adult attendants, properly instructed as to their duties to prevent more children or
other persons being admitted to the building or to any part thereof, than the building or part can properly
accommodate, and to control the movement of the children and other persons admitted while entering
and leaving the building or any part thereof, and to take all other reasonable precautions for the safety of
the children.

(b) If any person on whom any obligation is imposed by s.12 fails to fulfil that obligation, he/she shall be
liable, on summary conviction, to a fine not exceeding level 3 on the standard scale, and also, if the
building in which the entertainment is given is licensed under the Licensing Act 2003, the licence shall
be liable to be revoked by the Licensing Authority.

(c) A constable may enter any building in which he/she has reason to believe that such entertainment as
aforesaid is being or is about to be, provided, with a view to seeing whether the provisions of this section
are carried into effect, and an officer authorised for the purpose by an authority by whom licences are
granted




